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Processing a Mass Realignment

Purpose This section provides information on how to process mass realignments that
allow for an efficient processing of a group of similar personnel actions.

Before You - If your organization is changing, you must first build a position
Begin organi zation address before you begin the realignment.

A realignment is the movement of one or more positions, along with tht
employee(s) occupying the positions, when all of the following conditions
are met:

An organization change occurs; for example, a reorganization or
transfer of function.

Any employeesinvolved remain in the same agency.
Although locality payments may or may not change, there is no other
change in employees position, grade, or pay.

A mass realignment can be used when the same personnel action applies
to two or more positions, provided the following characteristics are the
same for all of the personnel actions:

Effective date.
Nature of action.
Authority code.

In addition, the personnel actions required to document a realignment would
be the same as those to process an individual RPA.

A US Appropriated Fund realignment is defined by OPM as Nature of
Action (NOA) 790, whether the RPA is processed individually or part of a
mass action. When a vacant position isrealigned, thereis no RPA
because no employee is directly affected. The NOA used for a mass
realignment does not apply to the position action of realigning vacancies.

Y ou should coordinate with your System Administrator when you plan to
process a realignment. They will need to run Futures and Batch Print.
Unencumbered positions do not require Futures and a Batch Print.

If Geo Loc (geographic location) changes and locality pay changes, use
NOA 895.

Once you Save your realignment in Preview or Final, you cannot change
the document.

Continued on next page
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Processing a Mass Realignment, continued

Who Does It
.ﬂ‘!’.. The capability to create and execute a Mass Realignment is available in

the CIVDOD Personndlist, Classifier, and Staffer respongibilities.

Processing a Mass
Realignment

Step Action

1 From the Navigation List — Mass Actions — Mass
Realignment — Custom Final Mass Realignment — <Open>.

Z”Z Notes:

Thefirst two Navigation List items, Preview Mass
Realignment and Final Mass Realignment, are not used by
DoD.

The Custom Mass Realignment menu item isavailable as a
“rough draft” window. It displays exactly like the Mass
Realignment [Final] Window, but without the <Execute>
Taskflow Button. A realignment can be created by clicking
either the Custom Mass Realignment or the Custom Final Mass
Realignment menu item. A realignment can only be processed
in the M ass Realignment [Final] Window.

Y ou might use both formsin your agency; however, for
security reasons the number of people who can run the final
process should be limited.

2 The M ass Realignment [Final] Window displays with four
taskflow buttons.

B Mass Realignment [Final) o=

Mame || Status
Effective Date

Description

Source 7 Target Organization
Qrganization i ’7I
Organization Hierarchy l
Additional Source Criteria
Organization Structure 1D ,......__— Office Symbal ii

Personnel Office ID i
Agency Codef !
Subelement

Execute LACs / REmﬂlkS’ Position Qelﬂilsi Preview |

Continued on next page
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Processing a Mass Realignment, continued

Processing a M ass Realignment (continued)

Step Action
2
(cont) T askflow Button Function
<Execute> Processes your action by submitting it
to update the database.

<LACs/Remarks> |DisplaystheLegal Authority Code
and Remar ks Window. Authority
code(s) and any remarks saved on this
window will apply globally to the mass
realignment.

<Position Details> | Digplaysthe first of two windows
where data to be changed in the mass
realignment may be input and saved.
Thefirst isthe Mass Realignment
(Position Details) Window. This
window has an <Additional Details>
Taskflow Button which when clicked,
displays the M ass Realignment
(Position Additional Details)
Window.

Note: Once the information on the
Position Details Windows is saved, it
cannot be overwritten. Y ou should not
save the Mass Realignment until the
information on the Position Details
Window isready to finalize. If
erroneous information is saved, create
a new realignment with a new name
and process it instead of the erroneous
one.

Continued on next page
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Processing a Mass Realignment, continued

Processing a M ass Realignment (continued)

Step Action
2
(cont) Taskflow Button Function
<Preview> Displays the M ass Realignment

(Preview) Window where the positions
(and their incumbents, if any) for the
realignment can be viewed and selected
or deselected. Also, a data element
change not applicable to all positionsin
the realignment may be input and
saved on this window.

3 With your cursor in the Name data field, type in a unique name for
the realignment you are creating.

4 Click the LOV or typein adate in the Effective Date data field.

7
l Note: Name and Effective Dates are required fields.

5 Type in the required information in the Description data field.
Thisisan optional free-form field where you can record pertinent
information for reference. For example, “RM directed realignment
to implement 1G Report #507 — August 2000.”

6 The Status data field is system-generated to show the progress of
your realignment; i.e., Unprocessed, Submitted, etc. No actionis
required

7 The By Organization drop-down menu does not change on the
Sour ce Region.

8 Click the LOV to complete the Organization data field. Thisis
the organization realignment that the positions will be moving
from.

9 Click the LOV to choose the Organization Hierarchy. Thisisan
optional field.

Continued on next page
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Processing a Mass Realignment, continued

Processing a M ass Realignment (continued)

Step

Action

10

7

Click the LOV to choose the Target Organization. Thisisthe
organization that realigned positions will be moving to.

Notes:
The“From” and“ To” organizations may be the same.

The Additional Source Criteriaisused to limit the positions the
system bringsto the M ass Realignment (Preview) Window as
possible participants in the Realignment being processed.
Completing afield filters out all positions that do not match
the criteria. For example, if you put “FPH” in the
Organization Structure 1D field, only positions with an Org
Structure Code = “FPH” will be digible for inclusion in your
realignment, and only those positions will appear on the M ass
Realignment (Preview) Window. Y ou may complete all,
none, or a combination of the four Additional Source Criteria
fields. When more than one of these fieldsisinput, only
positions that satisfy all of the Additional Source Criteria
displays on the M ass Realignment (Preview) Window.

Type the Organization Sructure ID in the Additional Source
CriteriaRegion. Thisisan optional field.

Note: Completethisfield, if you want to limit selection of
positions to realign to a specific organization structure code.

Click the LOV to choose the Personnel Office ID (optional field).

Note: Input thisfield, if you want to limit selection of positions
that you want to realign to a specific personnel office

Click the LOV to choose the Agency Code/ Subelement (optional).

Note: Input thisfield, if you want to limit selection of positionsto
realign to a specific agency code and subel ement combination.

Saffing: Mass Actions
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Processing a Mass Realignment, continued

Processing a M ass Realignment (continued)

Step Action
14 | Type the Office Symbol in the data field. (optional field)

1} Note: Input thisfield, if you want to limit selection of positionsto
realign to a specific office symbol.

Processing
Position Details

Step Action

1 The M ass Realignment Window displays. Click <Position
Details>. The Mass Realignment (Position Details) Window
displays. Click the LOV or type the information in the data fields.
Click <OK> to return to the main M ass Realignment Window, if
you need no additional details.

1; Notes:
- All are optional data fields.

If a data element is blank, the system does not change the data

when the realignment is processed. For example, if a new

office symbol is not entered, all positionsin the realignment

will retain their current office symbol.

The duty station associated with the “to” organization will auto-
populate, but can be changed on this window.

Continued on next page
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Processing Position Details (continued)

Step

Action

Caution: If erroneous data el ements are entered and saved, they
cannot be changed. Create a new mass realignment to correct the

error.

mHass Realignment [Position Details]

Agency CodefSubelement
Servicing Office Id

Fegion

FPersonnel Office 1D

Dty Station

PA&S Code

Unitd Caode

Office Symbal

Fayrall System

FPayrall Office |D

Organization Function Code

p——————————

Fayroll Org Code

Functional Account Code

Additional Details |

JAS400000

YOKOHAMA § JAPAN

Cancel i

Data Field

Function/Action

Agency Code/Subel ement

Auto-populates if the Target
Agency Code/Subelement does
not equal the current one.

Servicing Office ID

Click the LOV to make a
sdlection.

Region

Click the LOV to make a
sdl ection.

Saffing: Mass Actions
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Processing a Mass Realignment, continued

Processing Position Details (continued)

Step

Action

1
(cont)

Data Field

Function/Action

Personndl Office D

If either the SOID or Region data fields
are changed on the previous window,
use the shortcut method and the field
auto-popul ates.

Function Code

Duty Station Auto-populates but you can override.
PAS Code Click the LOV to make a selection.
Unit Id Code Click the LOV to make a selection.
Office Symbol Type in the data.

Payroll System Click the LOV to make a selection.
Payroll Office ID Click the LOV to make a selection.
Organization Click the LOV to make a selection.

Payroll Org Code

Type in the data.

Functional Account
Code

Type in the data.

Click <Additional Details> to display the M ass Realignment
(Position Additional Details) Window. Click the LOV or type
the information in the data fields.

Click <OK>.

Saffing: Mass Actions
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Processing a Mass Realignment, continued

Processing Position Details (continued)

Step

Action

2
(cont)

Frogram Element Code
Organization Structure |d
Bargaining Unit Status
Competitive Area
Appropriation Code 1
Appropriation Code 2
Fosition's Organization
Froducts Distribution
Feports Distribution
TDOA Para MNumber
ALASCD

Line Mumber

Fara Rumber
Activity(DIS)

B M ass Healignment [Position Additional Details)

Cancel i oK

Data Field

Function/Action

Program Element Code

Click the LOV to make a
sdlection.

Organization Structure ld

Typein the data.

Bargaining Unit Status

Click the LOV to make a
sdlection.

Competitive Area

Typein the data.

Appropriation Code 1

Click the LOV to make a
sdlection.

Appropriation Code 2

Click the LOV to make a
sdlection.

Position’s Organization

Click the LOV to make a
sdlection.

Products Distribution

Typein the data.

Reports Distribution

Typein the data.

Saffing: Mass Actions
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Processing a Mass Realignment, continued

Processing Position Details (continued)

Step Action
2
(cont) Data Field Function/Action
TDA Para Number Typeinthedata. Army use
only.
AMSCD Army Management Structure
Code. Army use only.
Line Number Typeinthedata. Army use
only.
Para Number Typeinthedata. Army use
only.
Activity(DI1S) Typeinthedata. DISuseonly.
3 The Mass Realignment (Final) Window displays.

Previewing Your Action

Step

Action

1

On the M ass Realignment Window, click <Preview>. TheMass
Realignment (Preview) Window displays with a Realign
Checkbox position information and the data elements from the two
previous windows populated; e.g., Position Title, Position
Description, POI, POI Description, Organization, Duty Station,
Duty Station Description, etc. Asyou scroll through the columns,
the Name and SSN columnsremain visble. The From
information cannot be updated. The Target columns are popul ated
only if values are to be changed in the realignment. Y ou may
input additional or different data in the Target columns as
necessary. For example, if all but one position will retain their
original Unit Identification Code (UIC) in arealignment, input no
UIC on the Position Details Window. On the Preview window,
change the Target UIC for the one different position from blank to
the correct code.

Saffing: Mass Actions
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Processing a Mass Realignment, continued

Previewing Y our Action (continued)

Step

Action

Note: The*X” in the Realign Checkbox indicates the position on
the line next to the “X” isto be included in the realignment.
Desdlect the “X,” which indicates the position on the line next to
the empty box is not to be included in the realignment. The
window initially appears with all positions selected for inclusionin
therealignment. If alarge number of positions appear on the
window, but only afew areto be realigned, click
<Select/Deselect All> to remove the “X” from the Realign
Checkboxes. Then, select the few positions to be included by
individually selecting the “X” in the Realign Checkbox next to
these positions.

2= Mass Realignment (Preview) M |
MName Carl? Effective Date  17-0CT-1999
Source Organization Naval Air Reserve. Whidb( Target Organization Human Resources Opt
Organization Hierarchy
=
Realign  MName SS8N Agency Code Agency Description Pos
L’! K [Blue. Shirley L Naval Sea Systems Command (NVZ|[MAI
| B Brown, Darryl M NV24 Naval Sea Systems Command (NV:Z|[MAL
| X NV24 Naval Sea Systems Command (NV:|MAL
I =
I =
|
|
|
| r
I d
I d
| r
select/ Deselect Al ‘JJ L!

Exit the window to return to the M ass Realignment (Final)
Window. Onceyou have “Executed” or “Processed” the action,
<Preview> isgrayed out.

Saffing: Mass Actions
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Processing a Mass Realignment, continued

August 25, 2000

AddingL egal
Authority Codes
and Remarks

Step

Action

7

Click <LACsRemarks>. TheLegal Authority Codes and
Remar ks Window displays. With your cursor in the L egal
Authority Region, Code 1 data field, click the LOV.

Notes:

At least one LAC isrequired. Remarksare optional.

The Required Checkboxes on the L egal Authority Codes and
Remar ks Window are not used. There are no required
Remarks for realignment.

B | egal Authority Codes and Remarks

Legal Authority

Code 1 r_ Description 1 |
Code 2 l_— Description 2 |
Code Description Requirec
- r
r
T -
2 TheFirst Legal Authority Codes 1 Window displays. Click
UNM or ZLM and click <OK>. Typein the clear text of the
realignment authority in the pop-up window and click <OK>.
[Fist Legal Authority Codest | |
Find |°/o
Code Leoal Authority
Fan Reg 772.102(4) |
e Feg 772.102(B
Z Lk =
i L]
Find | Cancel |

Saffing: Mass Actions
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Processing a Mass Realignment, continued

AddingL egal Authority Codes and Remar ks (continued)

Step Action

3 With your cursor in the Code data field of the Remar ks Region,
click the LOV. The Remarks Window displays. Click ZZZ and
click <OK>. Typein clear text of the desired remarks in the pop-
up window and click <OK >.

Thisisan optional field.

=
Fnd <
Code Descriation
25 This action provides relief required by Public Law 101-12, pending final decision of the MEFPE =1
h23 Continues promation NTE
24 Continues position change NTE
224 APC/Cost Code .
kI o]
Find Cancel

4 Click Save and exit the window.

Executing the
Realignment

Step Action

1 The Mass Realignment (Final) Window displays. Click
<Execute>. A Message Box displays and says, “Mass
Realignment Final Process successfully submitted.”

APP-35525: Mass Realignment
Final Frocess successfully
submitted. Request ID is 2347,

The system checks if the realignment will process for a random
person, unless all of the positions being realigned are vacant.

Continued on next page
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Processing a Mass Realignment, Continued

Executing the Realignment (continued)

Step Action

2 If you receive an Error M essage stating the first personnel action
will not complete successfully, you have the option to <Proceed>
or click <Cancel>.

l} Note: The system is checking the personnel action it first
encounters which may or may not be the first action that displays
on the Error Message.

3 If you click <Cancel>, then you get a second Error M essage
Window that explains what caused the failure.

The comhbination of Servicing Office |ID and Region are
inwvalid. please re-input one or both so that the correct
Fersonnel Office |1D can be found. Servicing Office D
and Fegion can be found on the first screen of position.
Fersonnel Office ID can be found in USE GOVERMNMEMNT

POSITION GROUF 1. (Cv_PERSOMNMNEL_OFFICE_ID)

TS

4 Correct your error(s) as necessary on the Position Details Window
and click <Execute> again when ready to process.

Individual realignment actions that do not successfully passthe
business rules will create a Request for Personnel Action with
NOA 790, routed to the* WGIPERSONNEL” groupbox.

A report generates automatically to your default printer to identify
any positions that became invalid as a result of processing the
Realignment.

Continued on next page
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Processing a Mass Realignment, continued

L ocating and
Correcting Errors

Step

Action

From the Navigation List — Federal Maintenance Forms —
ProcessLog — <Open>.

The Process L og Errors Window displays with the request
number asthe last part of the Program Name datafield. The
L og Text Region displays the reason for the error(s). Usethe
scroll barsto read the remaining information.

B Process Log Enmors M=
Program MName iGHR_MRE_PKG_234? Log Date 04-NOV-1999
Message

Message MName

_|[successtul Completion
‘While Creating SF52
assign_to_sf52_rec

Log Text
Log Text

= M|Error in POI groupboxORA-20001: APP-38479 Invalid Group Box Defined For Personnel Offi
‘_' Error in POl groupboxORA-20001: APP-38479 Invalid Group Box Defined For Personnel Offi

Error in POl groupboxORA-20001: APP-38479 Invalid Group Box Defined For Personnel Offi
Error in POl groupboxORA-20001: APP-38479 Invalid Group Box Defined For Personnel Offi

Access your Civilian Inbox to correct errors on the RPAs or
click <Position Details> on the M ass Realignment Window to
correct position errors.

Saffing: Mass Actions
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Processing Mass Pay Adjustments

Pur pose To provide information on how to process mass pay adjustments. The mass
salary process accomplishes an update of the employee HR record,
documentation of the personnel action, and payroll interface flow required to
implement new or updated pay schedules.

Before You DoD WILL PROVIDE ANNUAL PROCESSING INSTRUCTIONS
Begin WITH CURRENT EXECUTIVE ORDER, ETC.

All pay schedules and locality percentage tables are centrally created for
the HR system and are date sensitive. Table loads must be completed
before a Mass Salary Execution is done.

Mass Salary Preview may be run at any time, with or without benefit of
salary schedule table update, to identify the records that will be selected
for processing with the run. Y ou have the option to deselect records by
name in the preview run and save the changes for use in the execution
run.

Table updates will be released by the systerm maintenance contractor for
loading on the appropriate date based on the effective date of the pay
table(s) being updated. Patch documentation and technical load
ingtructions should be reviewed to determine the actual date of patch load
and any other unigque processing instructions.

Separate Mass Salary runs are required for each pay table number being
applied.

Who Does It
:ﬂ!'_. The capability to create and execute a Mass Salary Adjustment run is

availablein the CIVDOD Personnelist respongbilities. Execution of the
processes should be accomplished by or coordinated with system
administrators to minimize system workload impact.

Continued on next page
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Processing Mass Pay Adjustments, Continued

Processing Mass Salary Preview may be run at any time with or without benefit of salary

Mass Salary schedule table update. The preview will display all records that will be
selected for processing with the execution. Final Mass Salary may not be
run until appropriate salary tables have been loaded in accordance with
system patch ingtructions. All system patches that contain salary tables will
be date senditive to ensure accuracy of record updates.

Step Action

1 From the Navigation List — MassActions — Mass Salary —
Preview Mass Salary — <Open>.

Note: The Preview Mass Salary menu item is exactly like the
Final Mass Salary Window, but without the <Execute> Taskflow
Button. A mass salary run may be created on either the Preview
Mass Salary or the Final M ass Salary Window.

2 TheMass Salary Window displays. With your cursor in the
Name data field, give it a unigue name that will identify the pay
table being processed and any other unique parametersincluded in
the run. Each pay table number to be previewed requiresa
Separate setup.

m Mass Salary

MName |FWS WD44 PREV EXAMP Status
Fay Table D [W044 Effective Date [15-AUG-1999
Executive Order Mumber Executive Order Date
— Additi | Criteria
Qrganization
Personnel Office ID I
Agency CodefSubelement i
Dty Station i
FPay Flan Fay Rate
Determinant
- N (wG 0]

L Ul
WS Ul
WG A
- WL A

LACs / Remarks | Preview I

Continued on next page
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Pay Adjustments, Continued

Processing M ass Salary (continued)

Step

Action

3

In the Pay Table ID data field, type in the four character pay table
number asit appearsin the HR records. Wage salary tables have a
“W” prefix because there is no tie between a pay table number and
aname. It does not come from OPM with the“ W” prefix.

If the preview run will be saved and used for the final execution,
the Executive Order Number and Executive Order Date data
fields may be included at thistime, but are not required. Data
fields should be left blank if the preview is being run in advance of
the signing of the Executive Order.

Notes:. Executive Order fields apply only to General Schedule and
equivalent increase, including special rate GStables. The system
will default the “E.O.” to the SF-50 print, so only the executive
order number isrequired. Executive Order Date is the date the
order was signed; e.g., dd-mmm-yyyy.

The Effective Date is the date of the pay table that the system
popul ates once the action is saved.

The Additional Criteria Region has optional fields for
Organization, Personnel Office ID, Agency Code/Subelement,
and Duty Station. Thefieldsare available for entry only in the
event the records selected must be limited to one or more of the
datafields.

The Pay Plan and Pay Rate Determinant columns are necessary
to select the records to be processed. Exclusion of any
combination will result in the records not being previewed. Itis
recommended that a query be run to identify all possible
combinations, to include Grade and/or Pay Retention records with
the appropriate pay table number.

Saffing: Mass Actions
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Pay Adjustments, Continued

Processing M ass Salary (continued)

Action

Click <LACYRemarks>. TheLegal Authority Codes and
Remar ks Window displays. With your cursor in the Code 1 data
field, click the LOV and select a code.

Note: Standard authority codes and SF-50 for grade and pay
retention remarks designated in the OPM Guide to Processing
Personnel Actions (GPPA) will be automatically written to the
NPAs and should not be input on this screen. Any additional
authority codes or remarks documented in the OPM instructions
for documenting the pay adjustment will need to be included here.

B2 | egal Authority Codes and Remarks == i

“Legal Authority

Code 1 i Diescription 1 !

Code 2 i Description 2 !

4 £
-
= il
8 Click Save.
9 The Mass Salary Window displays with the Status data field

populated with “Unprocessed.” The Message Bar reflects
“transaction complete’ and identifies the number of records
applied and saved. The number will relate to the number of pay
plan and pay rate determinant combinations entered.

MName |FWS W044 PREV-EXAMP Status Unprocessed

FPay Table D [Wo44 Effective Date |15-AUG-1999
Executive Order Number Executive Order Date

— Additi I Criteria

Saffing: Mass Actions

Continued on next page

Mod 4, Chap 6, page 21



August 25, 2000

Processing Mass Pay Adjustments, Continued

Processing M ass Salary (continued)

Step Action

10 | Click <Preview>. Records selected display and may be
deselected by clicking the Mass Salary Selection checkbox, which
removesthe “X.”

R T g

MName FWS-W044.PREV-EXAMF Pay Rate Determinants)  0,A
Pay Tahle ID W44 Pay Flan(s) WG,WL WS
Organization Effective Date  15-AUG-1999
Mass Salary
Selection  Mame S3N Agency Agency Description =
= ! = Moniz, Robert K Nw24 Naval Sea Systems Command (NV 23
i Takiguchi, Wayne M Nv24 |Naval Sea Systems Command (NV |23

B
[
-

Using the bottom scroll bar, Total Old Salary and Total New
Salary may bereviewed. All salary fields are provided in the view
aswell as Pay Plan, Grade, Step, and Pay Rate Determinant.

(B Mass Salary [Freview =] kS
Mame FWSW044 PREV-EXAMF Fay Rate Determinant(s)  0,A
Pay Table D W044 Pay Flan(s) WG,WL,WS
Organization Effective Dats  15-AUG-1999
Mass Salary
Selection MNarne S5N Total Old Salary Total Mew Salary O

N Moniz, Robert K 2236
‘ I Takiguchi, Wayne M 22.36
=

11 | Following completion of the review of previewed records, and any
desired deselection, click Save to store the updated preview for
later execution.

Continued on next page
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Pay Adjustments, Continued

Submitting Thisisnormally accomplished by the System Administrator. A Personnelist

Processes and cannot process these reports. A separate run must be accomplished for every

Reports pay table. Thisdoes not update an employee record nor produce an RPA. It
does put new salariesin a“holding area.”

Step

Action

1

On the Navigation List — Processes and Reports — Submit
Processes and Reports — <Open>.

The Submit Requests Window displays. With your cursor in the
Name data field, click the LOV, select “ Start Automatic M ass
Salary Process’ and click <OK>.

Es& Submit Requests B I

Type |Requesl v| Mame ||

Parameters I

— Print Options

Copies
Style

Frinter X Sawve Output

— Run Options

Fesubmit |Never -

To Start [18-JUN-1959 08:50:40 End Resubmission I

— Submission History

Type MNarme Parameters Fequest D

-

The Parameters data field opens. Click the LOV on the window,
select the appropriate Mass Salary Name (i.e., Mass Salary Process
to run), and click <OK>.

Example:

i Parameters =]

£ 2

WEELREIETNEEM W G-W018-22-NOV-98
A o

Clear | Cancel | 0K |

Saffing: Mass Actions
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Processing Mass Pay Adjustments, Continued

Submitting Processes and Reports (continued)

Step Action

4 In the Print Options region, with your cursor in the Printer data
field, select aprinter. Thisdoes not produce a printed document;
however, printer identification isrequired. Set Copiesto “O.”

5 Click <Submit>.
6 In the Submission History Region, the Run Request ID displays.
Click Help on the Main Menu Bar, and click View My Requests.

563 Privacy Act of 1974 =Sy [ExEEE] i |
Action Edit Query Go Folder Specizl WEER wWindow
o Window Help H b
‘%’l &(l .| J W| @l "| Oracle Applications Library =
Type | Display Database Erar.
Took: 3
— Print Options— [REGEETEE
Copies About This Record
Style About Dracle Applications. ..
Frinter [ Save Output
— Run Options
Resubmit | Never -
ToStart |18-JUN-1939 08:54:08 End Resubmission
— Submission History
Type MName Parameters Reguest D
’;ERepurl Start Automatic Mass Salary PrawG-W018-22-NOV-38 1819

Continued on next page
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Pay Adjustments, Continued

Submitting Processes and Reports (continued)

Step

Action

7

A

The Requests Window displays and shows the current phase of
the Run Request.

Caution: Do not proceed to the next step until the Phase column
displays “ Completed.”

Requests [_[O] =]
Reguest D Phase Status Program MName Farameters
= KL [Running] Normal Start Automatic Mass Sal242, CREATE
1800 Completed MNormal Batch Print Notification ol. 12, .. .. Y. Y. N. 1448
[ 1793 Completed Normal Batch Print Notification ol. 12, .. .  N. Y. N. 1448
[ 1798 Completed Warning Initiate Process Future Di
[ 1797 Completed Normal Start Automatic Mass Sal222, CREATE
[ 1793 Completed Normal Notification of Personnel 615. 1448
[ 1792 Completed MNormal Notification of Personnel 593, 1448
[ 1750 Completed MNormal Batch Print Notification ol. 12, .. .. Y. Y. N. 1448
[ 1749 Completed Normal Notification of Personnel 546, 1448
| 1748 Completed Normal Batch Print Notification ol. 12, .. .. N. Y. N. 1448
[ 1747 Completed ‘WWarning Initiate Process Future Dy
[ 1746 Completed Normal Start Automatic Mass Sal208. CREATE
[ 1745 Completed MNormal Start Automatic Mass Sal207, CREATE
;|_1 744 Completed MNormal Start Automatic Mass Sal206. CREATE
Request Log | Beport | ‘ Diagnostics I

Click <Diagnostics> to check therun time. The Request
Diagnostics Window displays and gives you the status of your
report.

Click <Save>. Exit the windows and return to the Navigation
List.

Initiating Future
Dated SF52 for
Processing

Step

Action

The Submit Requests Window displays. With your cursor in the
Name data field, click the LOV, select “Initiate Process Future
Dated SF52 Due for Processing” and click <OK>.

Select a printer, set copiesto “O” and click <Submit>.
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Pay Adjustments, Continued

Initiating Future Dated SF52 for Processing (continued)

Step

Action

3

Follow steps 3-8 from the previous procedure, Submitting
Processes and Reports.

E Request Diagnostics =1
r

ReguestID 1820
Phase Completed
Status Wwarning
Name Initiate Process Future Dated SF52 Due For Processing

This request finished with a warning but did not produce a completion
message. The processing began on 18-JUN-99 09:36:04 and ended on
18-JUN-99 11:21:19. You may find more information on the warning in the
request log or the concurrent manager log.

Note: The Request Diagnostics Window provides information
about Warnings and Errors. You are directed to the Process Log
or the Concurrent Manager log for specific information.

Accessing the
Request L og

Step

Action

On the Navigation List — Federal Maintenance Forms —
ProcessLog — <Open>.

The Process L og Errors Window displays. With the cursor in the
Program Name data field, query the window.

Note: All processesthat have run may be viewed. The latest run
displaysfirst. Use the page-down key or the scroll bar to view
others. Use the right and left arrow keysto view long lines of text.
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Accessing the Request L og (continued)

Step Action

2
(cont)

your WGI Personnel Box.

EX Process Log Emrors

Pragram Name |[GHR_Pmc_Futr_Ac1_1 820

TheLog Text Region contains the employee identification
information and the reason for the error or warning. In most cases,
the RPA shows a request number, and you will find the action in

M= E3

LogDate  |[18-JUN-1999

age

Message Name

SF52 Errored Out

SF52 Processed Successfully

F!l

=

Log Text

Log Text

+ l[Request Number :

MSL654-2421IPA_REQUEST_ID :

654IEmployee Name :

Griffin .FrankISS

Request Number :

MSLEbE-2421IPA_REQUEST_ID :

656IEmployee Name :

Jones .Bronsonl

Request Number : MSLE59-242IPA_REQUEST_ID

: 659IEmployee Name

: Hurtado . JoselS

Request Number : MGLE87-242IPA_REQUEST_ID

1«

: 687IEmployee Name :

Cross .Yersiel 3t

Close the window and return to the Navigation List.

Printing the
NPA (SF-50)

Step Action

Processes and Reports — <Open>.

On the Navigation List — Processes and Reports — Submit

Notification of Personng Action.”

The Submit Requests Window displays. With your cursor in the
Name data field, click the LOV and select “Batch Print
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Processing Mass Pay Adjustments, Continued

Printing the NPA (SF-50) (continued)

Step

Action

3

With your cursor in the Parameters data field, click the LOV. The
Par ameter s Window displays. With your cursor in the NOA
Code data field, click the LOV and select “894” for pay
adjustment or typeit in. No other parameters are required. Click
<OK>,

Caution: If you click “yes’ in the Reprint Printed SF50s data
field, it will print ALL previoudy printed SF50s.

Note: The data fields, Reprint Printed SF50s, Front Page, and
Back Page automatically populate with “Yes’ or “No.”

= Parameters
;:T!‘l ? |
5= a

Employee Name |
NOA Code (894]
FOl

_|Of <

I

Organization
From Effective Date
To Effective Date
Reptint Printed SF50s (No
Frant Page [Yes
Back Fage [No

o] o
Clear | Cancel | 0K I

Select the printer in the Print Options Region. Click <Submit>.

Note: Follow steps 6-9 in this procedure under Submitting
Processes and Reports to review your request.
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Pay Adjustments, Continued

Printing the NPA (SF-50) (continued)

Step

Action

5

Access your Civilian Inbox to correct the pay adjustment actions
that could not process because of a problem in the employee
record. Review and correct each action to ensure the employee
receives the appropriate pay adjustment.

Example:

EX Motifications Summary

= % Query Only Open Mofifications
Priority  Due Date To Subject Commer
CIVDODHR RPA : Pay Adj : Req# MSL649-222
50 CIVDODHR RPA - Pay Adj - Req# MSLE54-242 .
50 CIYDODHR RPA : Pay Adj : Req# MSLE56-242 [
50 CIVDODHR RPA : Pay Adj - Req# MSLE59-242 .
50 CIVDODHR RPA - Pay Adj - Req# MSLEB7-242 [
50 CIWVDODHR RPA : Pay Adj : Req# MSL767-242 .
50 CIVDODHR RPA - Pay Adj - Req# MSL776-242 .
50 CIYDODHR RPA : Pay Adj : Req# MSL789-242 [
50 CIWDODHR RPA - Pay Adj - Req# MSLB06-242 .
= D CIVDODHR RPA : Pay Adj : Req# MSL824-242 [
A i
Message
Name ¢ POI : Newton. Gary D / 2355 -~
Effective Date : 03-JAN-1999 Proposed Effective Date : ASAP
Current Status : APPROYED -
Resoond [ Open |

In your Civilian Inbox, scroll to the action to correct and click
<Open>. The Notifications Window displays. Make the
necessary corrective action to resolve the error condition and
process the pay adjustment. Click <Respond>.

Note: Besureto scroll to the bottom of the Message Box to view
the entire error message.

B2 M otifications

Priarity |50 Due Date To CIYDODHR
Subject RPA : Pay Adj : Req# MSLE54-242
Message Organization :Wpns Sup Fac Seal Beach Det, Concord NY2460036 01
NOA Family : Salary Change

First Action Requested - 894 - Pay Adj

Update HR Error : ORA-20001: APP-38237 The following item(s) are not entered and are
required when updating HR:

AREQUIRED_LIST
To process this RPA. select the Respond button.
Select the References bution to view the Routing History.

Comment

A Kl 1 ] S—

References

PA Routing History

Date Sent 18-JUN-1999 09:38:23 MNotification D 165 Status Open

Date Closed Respond
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Viewing Current Pay Tables

Purpose This section guides you through the steps for viewing current pay tables.
Viewing the
Current Pay
Table
Step Action
1

On the Navigation List — Other Definitions — Table Values —
<Open>.

Mavigator - US Federal HR Manager = E

Other Definitions:
Other definitions

+ Compensation and Benefits -
+ View

+ Processes and Reports

+ Mass Information exchanie: RIX

Person Types

QuickCode Values
QuickCode Types

Special Information Types
Table Structure

Table Values d

L I = I 'I'..I'|'.r.| "_I Open I

The Table Value Window displays.

Table |
r— Column

Key Units of Measure

|

Mame |

— Values

— Effective Dates:

Exact Walue From

3

i |

-
-

Click Query or F7. Inthe Table data field, enter the Pay Table ID
number you are looking for, such as 0000. If you do not know the
entire number, enter “00%,” then Run Query or F8.
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Viewing Current Pay Tables, Continued

Viewing the Current Pay Table (continued)

Step

Action

3

“00%" displays Pay Table ID 0000 firdst. It isthetablefor regular rate GS
type employees. The Step (00) displaysin the Name data field in the
Column Region.

Example:
Table Fllll]l] Oracle Federal Standard Pay Table (& Key Units of Measure INumber ]
— Col
Marne pﬂ
= Walues
— Effective Dates
Exact Value From To
;IAL 01 122400 1|]ZJAN2[H]|]
AL 02 116800 1“2”20“0
EX-01 157000 il]ZdANQUI]I]
EX-02 141300 |UZM@UD
EX03 130200 IIIQJANQGIJD
EX 04 122400 Il]ZJ.ANQﬂI]I]
EX 05 114500 1“2-.]4&"20“0
J

The Values Region, Pay Plan, and Grade display in the Exact Column.
Salary displays in the Value Column; and the beginning and ending dates
of the table arein the From and To data fields of the Effective Dates
Column.

Note: These are current pay tables, so thereisno To or ending date.

Also, during development, the salaries on the tables must be defined so that
HR knows how to handle the monetary units for printing and other
purposes. For example, the screens above reflect tables with money
defined as a monetary unit of “whole US dollars.” However, other tables
may be defined differently:

Wage Tablesin the US are defined as “US dollars and cents’ and must
be built with the decimal point included (dollarsto the left of the
decimal, and cents 2 placesto the right of the decimal).

Special pay tables, such asthe Demo Project at China Lake, have extra
columns, such as “high step” which is necessary to perform their pay
outs each year.

Korean local national pay table displays“ Won” ingead of dollarsin the
salary field, so the number of digits may be more or less than that of an
annualized GStype salary.
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Action

Use the down arrow key on the keyboard to scroll to the next step on the
table. You can scroll back and forth through the table. To see different pay
plans and grades in the Exact Column, use the left scroll bar and move it
down to view the GG and GS pay plans and grades on the table.

Example:

Table r]l]l]l] Oracle Federal Standard Pay Table (A

Key Units of Measure [Humber _

— Column
Mame |1|1
— Values
— Effective Dates
Exact “alue From Ta
" lEG-ls 100897 II]ZJANEI]I]I]
GS01 17351 |ﬂ2m20|]0
' GS02 19622 |ll2dAN2!]l]l]
GS03 22118 IIIZJAN-ZDI]I]
G504 24833 |l12JAN2r.II]lJ
GS05 27778 |IlZJAN2I]I]I]
G506 0966 |u24mzuuu
GSO7 34408 |Il2dAN2|]I]I]
N - | 177212 AT T T e A pe——— lam o8 s s

Navigating
the Pay Table
Step
1
2

To view another table, query again.
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Viewing Past Pay Tables

Purpose This section guides you through the steps for viewing past pay tables to make
corrections and cancellations

Viewing Past Pay
Tables

Step Action

1 On the Navigation List — Other Definitions — Table Values —
Open>. The Table Value Window displays.

2 Click Query or F7. Inthe Table datafield, enter the Pay Table ID
number, such as 0000. If you do not know the entire number, enter “00%,”
then Run Query or F8.

3 e
Usethe DateTrack Effective Date feature. Click =i on the Main Menu
Bar.

4 In the Effective Dates Region, enter the date for the time frame you want

to view; e.g., if you need to look at a 1998 pay table, choose the effective
date of thetable or if unknown, choose a date within the month of the
effective date. If the table displaysal997 pay table, you will need to
f choose a later date to view.

Note: Aseach new pay table replaces an old one, the current table is end
dated one day prior to the effective date of the new table and becomes
“higtorical.”

5 The Table Values Window displays. Thisisan example of a datetracked
historical table (OPM Special Rate Table 0422 for 1998):

& Table Yalues: 01-JAN-1999 _ O] x
Tahle Il]422 Oracle Federal Special Rate Pay Tahl Key Units of Measure |Numher
— Column
Mame ||]1
— Values
r— Effective Dates ————————————
Exact Walue From To
=~ WGS 05 25963 |l]4.JAN-1998 |l]2.JAN-1999
G 07 32150 |l]4ﬂJANf1998 |l]2ﬂJANf1999
G509 39338 |l]44AN-1998 |l]24AN-1999
GS-11 42709 |I]4-JAN-199I] |I]2-JAN-1999
G512 48265 04 -JAN-1998 02-JAN-1999
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